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1. Appﬁc Date
/ / Z 7_5 J1rront and reverse of this fovm. Sign otigina) nnd twz eoples

2. Agency Application No. and forward to Department of Archives and Hlstm-y. Attention:

JUN 131973 7} %/ﬂ o )
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3. AGENCY, Division, Subdivision & Administering Office Addreas ' 4, Person fo Crrtact
Department of Transportation :
Division of Aduwinistration N George Carter, Sr,

Frvended 10/3/74, 74-352.4 74-353

" Dauie Recclved Applicalion Neo. Date Completed

7. ACTION REQUESTED T0 AMEND APFLICATION MO, 202 | |
5| ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATIONS;
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.
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8. Earliest & Latest Dates of Series 9, Exact Series 'ﬁt!e
1918 - To Date | Highway Project File

10. What is the function of the office in which this record series is created

The Division of Administration provides staff support to the Department in the areas of
generdl accounting, audits and fiscal procedures, personnel and training, contracts '
procurements and administration, equipment control, purchasing, inventory and warehouse
.eontrol, general files, records management, Department budget and air travel service, -

ll-. This file contains the foliowing documents (include form nufnbers and titles, if any'. and file arrangel‘hent}:

Document relating to the construction of roads and bridges ffnanced by Federal-Aid anJ/ or
State-Aid funds.

See attached list for documents included in the series.

The file is arranged _nihnerically by project’m.nnber.

ATTACH SAMPLES OF THE FiLE

12, BQUIPMENT OCCUPIED No. of Drawers | Cu. Ft. of Records

No. of Drawers Cu. Ft. of Records

ANNUAL RATE OF ACCUMULATION

| Latiarsize ru. Drawers = 1634 2451 50 75
. . £ E . In Office(s) In Blornge Arsaly)
T Legal-uize File Drawers - § _Ll _ 1) 18 Floor Space Oocupied (Squars Fesl) 1435 989
This Last | Preceding] AlL Priot

Year's Year's Yteil_

Yesr's

AVERAGE DAILY REFERENCES

25 | 25 20
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(Cite Law, Statute, or other reason for the retention requirement)

Georgla Code Annotated Section 3-703 -
~ within 20 years after the right of action shall have accrued.

action upon sealed contracts shall be brought _

QUESTIONNAIRE Place an “x in the proper column. 1f answer is "YF'I pl--ale explain Y * YES NO
13. Is this the Record Copy of the series? * -\ [;] ‘[ ]
14. Is there a duplica_tion of this series in anoth.e_r office or agency?‘; 1 | [x] {1
15. Is the information conta_ineﬂ in thisr sefies ever summarfzed Orlpublished? Attach copy of St‘ammary-'or publication. [ ]‘ i[x ]
16. Does the series contain classified information reqpiriné security héndling".’ [ '] IX ]
17. Does the series initiate, amend or terminate agéncy policies and procedures? [ ] iIX]
18.  Could the function be pérformed if .the.fi'les were lost or déstroyet;? - Ton . [IX] “ [ ]
19. Is the series {or major portion of it) regularly microfilr;:ed? If yes,'iﬂhy? 1] (x] |
20. Does the rebbrd series provide data as input to an EDP file? [x] .[ ] )
21. Does the record series contain documentation produced as EDP printout? [X] ‘ [ ]
22. Has the Federal Government issued i-nstruciioﬁs;‘governing' retention/disposition of these files? o Y' , [x1 1
23. Will there be a need for these records 10, 15 years from now? If yes, what? {X] [ ] ﬂ
2. REQUIREMENTS The fgllowmg requnres the files to be kept T 20 ' 'jeargz“ ' " o

a. 1[ ]STATE -b {x] STATUTE OF o ]AUDIT d [ ]FEDERAL e [f'] ADMINISféA'I’lIVE 1. ‘["_] jfAIS‘i’ORl(:Al.

LAW LIMITATION PERIOD LAW DECISION * - VALUE

| S S PR T

25. AGENCY RECOMMENDATIONS Thns agency recommpnds that the f:ie series be cut off at the end of each

Fec!eral Ptmded Projects ~ final Pederal payment of project to Btate .;ui | =

" Other:
' final State payment to contractors o o
State Funded Projects - final State payment to contractors. T{
] - [ ‘ b l
Disposition: Place file in inactive project file; cut off inactive project :

file at the end of the calendar year; transfer project file
to Records Center; hold 20 years; then destroy.
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~ Attach Samples of the Series
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26. Recommendations L
in Paragraph

are:
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ACTiON REQUESTED TO AMEND APPLICATION NO. 202

""] ESTABLISH DISPOSITION STANDARD;

: " DISPOSE OF PRESENT ACCUMULATIONS
RECORD WILL CONTINUE TO ACCUMULATE.

NO FURTHER ACCUMULATION ANTICIPATED, :

8. Earliest & Latest Dates of Series 9 Exact Series Title

1918 - To Date 3 ' | Highway Project rug_ f-/éd—“ < é-ﬂ?i?'ér c.tg) —

.0 What is the functuon of the office in which this record series Is created

' _'rhe Division of Administration provides staff aupport to the Department 1n the areas of .
‘general accounting, audits and fiscal procedures, personnel and training, contracts = -
procurements and administration, equipment control, pu:ihasing, inventory and warehouse

control, general Eiles. records management., Department budget and air travel service. T
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11. Thns file contains the foilowmg documents (include form numbers and tmes, it any, and file arranger'nent)-

Document relating to the construction of roads and bri lges Hnaneed by Federal-Md audlor

"State-Aid funds.
See attached lict: for doc\ments included in the seri.e:.

| ) T’ne file :ls arranged m.merically by projeet nmnber. V
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ANNUAL RATE OF ACCUMULATION
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!’""‘O”ESTIONNMRE Piace A% “47 10 the Proncs column. IT ARswer Ia TYFRT plrase eupisia® . . . E ST YEsT "NO
13. .Is this the Record Copy of the serres’ | | o - j T - B e t‘ ’ | [;1 -;:' |
_‘u. is thereaduplrcahoq of this series In another office or ago_r;c?? ‘ _ _' -'; . _; h n ‘ [X] ‘_ .|j-

: lS | l; 'tr.:e -in'f_orma:tion contained in thi“s sefics ever srlmmoﬂ‘zﬁd or.ouhlishcd? A_tlacﬁ copy of ct-.norary'or publicctioo. f ) ( E ]
16. boes the ecriesr contain ¢ clossi!ieo in!nrmaﬁon rr.-quiring ’r;ecurilyl leandlr'ng? : : | .j-'.'[ ] txl
17. Does the scnes mmale.- amend or ternnoate agency polrc:es and proredures’ - . : | : ] ] IX l

| 15. Could the lunctton be performed if lhc liles were Iost or destroyed’ Lo ' - e ) _ . f'v [JC]‘_ . t :l"
13._'15 lhe senes (or ma;or portlon of |t) regularly 'mcwmmed’ it yes, why" - a '_ e | L ."'[ ) [x ]
20 Does the record scnes provrde dala as mput to an EDP ﬁle’ . | _' . o - o [x] [ .:]
21, "Does the reco—rd senes contam documentatron produced as EDP"oriniout? T ’ | : [X]- f]
22 :H-as .the Federat Govemment rssued lnstructlons govermng retentronldrsposihon ol' these files? ‘_ _' | ‘ :i .' [X] [ ]

'23._.'_Will there be a need for these records 10, 15 years from now? If yes. what? N | _. [ X) []

kL REQUlREMENTS The followeng reqmres the fules lo be kept : 20 e years-'

' a [ ].,TATE b [x] STATUTE OF c. [ ]AUDlT d. [ ]FEDERAL e [ ]ADMINISTRATWE f [ ]HISTOR!CAL
{ LAW - . LIMITATION : - PERIOD LAW '~ DECISION ; VALUE
: e et (Cite Law, Stalute. or other reason for the retention requrrement) EEECE

Geurgi.a Code Annctated Scccioa 3-703 - eation upon sealed contracts shall be brough: (\

_.within 20 years after “he righc of action shall have cccrued. 7
25. AGENCY RECOMMENDATIONS -Thrs agency recommends that the f‘!- series be cut off at the end of each
; Other' Federal Punded Projects - ﬂnal Federal payment of pr'oject to Stat:c and AP
e ~_-*-.-'- TSR s final State paymen.: to contractors B P T
‘ State Funded Projects - f:lnal Statc payment to contfactors. R g :;'- :"

’ Dispos:[tion. Place fi.le 1n inactive project f11e° cut off inact:t.ve project B A
s.. - ... .. ‘file at the end of the calendar year; transfer proje.ct fi].e R A
S - to Records Center, hold 20 years' chen deatroy. | SRR
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